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OFFICE OF THE NASSAUCOUNTY COMPTROLLER

OFFICE OF CONSTITUENT AFFAIRS REVIEW OF TIMEKEEPING PRACTICES

REPORT SUMMARY

WHY WE DID THIS REPORT

A Nassau Countzmployee submitted a requéstthe previous administratidor overtime pay up to six mont
after it was worked. A review of the request was conducted to determine if the overtime pay was prd
owed to theEmployee. The initial review conducted revealed egregious timekeeping practices of the Emj
thereview was then expanded to staff supervised by the Employee

U Becausethe Employee did not follow required procedures for swiping in and out to, wdrich
provides electronic verification of being at a work statibe,alidity of hours worked iguestionable

U Despite questionable attendance records and virtualtimekeeping supervision, therployee worked
over 5,000 hours of overtime betweerl@@nd 206.

U The poor timekeeping practices exercised by this Employee extémaxier employees in the office
including members on the Employeebs staff tfe

WHAT WE RECOMMENDED

0 The overtime HAmoni es du ead requestepdiThe dmplayee mayosubmib
revised request, but mystovidesubstantivelocumerationthat all overtime was approved and actug
worked.

U The employee should not be permitted to work overtime unless it is preapproved.

U Management should take action to properly oversee the Employee and resolve other timessegsi
discovered irthis report;should not allow this Employee to be a timekeeping sug@rof any other
staff membersand the Employee should not have accesdt¢én attendancia the timekeeping system.

WHAT WAS THE RESPONSE

The County Executivebs Off i ¢ eespamlat quickiyeonsidér the findingg
serious in nature and concur with ttecommendations specified by the Comptroll€orrectiveaction has
already been implementedadddresghe deficiencies uncovered and to prevent further abuses going forward.

WHY IS THIS REPORT IMPORTANT ?

U Payroll costs are the single largest cost in the Nassau County operating budget. Lax oversight ¢
earnings result in misused taxpayer dollars.

0 The timekeepingracticediscovered duringhis report were flagrant and alarming. Based on the re
of this review, the Office of the Nassau County Comptroller will initiate similar reviews in other C
departments.

i We appreciate thenmediateaction taken by the County Executive to inmpént the recommende
corrective actions.
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Executive Summary

Purpose:

The purpose of the review was to examine the timekeeping practices relaae201d
fiMonies Due Request f or overtime (OT) which wa
Employeebetween three to six months after the OT was worked. The Monies Due Re
was submitted on March 20, 2017 for overtime worked betweerei@bpt 6, 201Gnd
December 28, 2018@ptaling $8,649.68. The audit was conducteddetermineif the OT
was properly calculated, approved and supported by hours worked and certitieel i

Countyds el ectr onildTIMEO mMhe KMentep Due dgorns gossistedno
OT totaling $8,109.68 and related meal money of $540.

The Employee was employed by the Office of Constituent Affairs which reports to
County Executiveds Office. The reviMEw
records for prior periods and the INTIME records of the employees for whom the Empl
is the INTIME Department Head.

Introduction:

Nassau County utilizes an electronic, web based system caitedrated Nassau Time
Management for Employe¢dNTIMEO Yo recordtimekeeping and leave activitigsenerally,
employees are required to obtgire-approvalto work overtime ( i O Tand)are required to
complete and submdén INTIME OT Authorization Form This form should besubmitted and
approved before thend of the pay periotiduring which theOT was worked After the end of
the payrollperiod time sheets should be certifibgt theINTIME Supervisoras soon as possible
to verify thetime worked and time off for the entire pay period.

In cases where th&\TIME OT Authorization Fornis submitted and approvedter month 13

of any given yeafor OT workedin a prior year(usually only for the last weeks of the fiscal
year) and the employee haskedio be paid in cashlihe Department must preparévidoniesDue
SubmissioForm( i Mo ni e s DAuMpnieB Due aym allows the expense to be charged
to the appropriate budget yedm. addition,any meal money related to theDT worked in the
prior year will only be paid if submitted on a Monies De@mm. The Mmies Due Formand
supporting documentatianust be approved by tl@ffice of Management and Budgetii OMB 0 )
and forwarded to the Payroll ( D€ @apaymene nt of

I Nassau County pays its employees on-waénkly pay period schedule, or 26 times per year.

2 Nassau County closes its accounting records at the end of the fiscal year but has until the end of January of the n
year, known as month 13, to officiallypdate their pr@aid and accrual balances and make other adjusting entries.
5Section 31, fAMeal Moneyo of the Co iMdaymbdreeyiCearbetl weo | | ¢

anemployee works an additional two hours or more either immediately before or after their normal workday shift.
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Executive Summary

Summary of Audit Findings and Recomme ndations

Audit Finding Audit Recomme ndations

1The Employeeds Fa a)The Employee should be prohibited fromworking OT unless it is preapproved anq

In/Out Procedures Compromised the  Authorization Forms are submitted in INTIME prior to the end of the pay period.
Validity of the Hours He Claimed to Hav

Worked b) The Employee should be required to swipe in and out each day and submit the re

missed clocks on a timely basis and no later than the end of the pay period.

¢) Management should immediately take action to properly oversee the Employee tg
the individualdés I nTime is done accu
Employeed6s | NTIME security access.

2 Employee Worked 5,058 Hours of The Employeebds | NTI ME Supervisor sho
Overtime From 2010 Through 2016 Wi
Questionable Attendance Recordsand a) review the Employeebds timesheet o
Virtually No Timekeeping Supervision the Employeeds start and end times a

b) obtain the required offine approval before the Employee works any OT. Evidence
preapproval must be retained for audit purposes;

c¢) ensure that the Employee submits the required OT Authorization Forms for the O
worked during the pay period, prior to the close of the pay period. Al OT must be
requested on an OT Authorization Form, including the reason for the OT - entering &
permanent OT code in the absence of an approved OT Authorization Form is not p{

d) ensure that the Employee submits leave requests, ideally prior to using leave time
no later than the end of the pay period during which the leave time was taken; and

e) review and certify the Employeeods
on the Tuesday following the end of the pay period.

3 Numerous Errors Were Found onthe  The Monies Due Request cannot be processed as submitted. Constituent Affairs s
Monies Due Request Dated March 20, perform the following steps in order for the Monies Due Request to be processed:
2017

a) provide explanations for the errors and missing information listed in this finding and
in Exhibit VI, and;

b) make the necessary corrections, obtain the appropriate written approvals from th
of the County Executive and submit t
and payment.

4 The Employee Did Not Perform the The review and approval of the Timesheets, Leave Requests and OT Authorization
Required Time Keeping Functions for tt  for INTIME employees currently assigned to the Employee (INTIME Team CF 007)
Team Assigned to the Employee be reassigned to another employee.

5 Employee Changed His Electronically ~ a) Management should immediately take action to properly oversee the Employee tdg
Recorded Start Times WhichNegated t hi's i ndividualés | NTIME is done acc
Tardiness Employeebd6s | NTIME security access to

b) The Employee should be required to swipe in and out each day and submit the re
missed clocks on a timely basis.

6 Lack of Oversight of Tardy Balances The Office of the County Executive should take the necessary steps to ensure that:
Resulted in Employees Not Being Char  a) correcting entries are made in INTIME to reduce each employee's Tardy time as
Leave Time as Required the finding by charging the Tardy mif

b) Tardy balances for each employee in INTIME Team CF 007 are reviewed on a 1
basis and all required entries are made in INTIME.
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Executive Summary

*kkkhkk

The matters covered in this report have been discussed with the officithe @ffice of
Constituent Affairs. On March § 2018 we submitted a draft report the Office of the County
Executivefor their review. The Office of the County Executive anbet Office of Human
Resourceprovided theircollectiveresponse oApril 5, 2018.

Their response and our follow up to their response are included at the end of this report
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Introduction

Background

Nassau County utilizes an electronic, web based system called Integrated Nassau Tim
Management for Employeeé i | N T | fof Er@cdrding timekeeping and leave activities.
INTIME is a firulesbase@ system based on County policies and procedures and collective
bargaining agreements.

Empl oyees can access the | NTI ME saep(4Haid coayt i o
version of the INTIME manual is attached as AppendixAdihk to the INTIME applicationalso
appear s on Htuma nC e s dpage vehich( igi accessible through the internet
from home or other outside locat®n

INTIME data is reviewed and certified at the end of every pay period and exportedNaghau
Unified Human Resources SystefiNUHR S0 ) , t he CountNUBIRS ispthey r o
official source for employee records. NUHRS will validate tN&IME records and release records
for payment and/or reject them to a suspension status for fafow

NUHRS performs all HR transactions (new hires, salary increases, teromsatetc.) payroll
calculations (includin@T) and leave accruals and balances.

INTIME Security and UsdRoles

INTIME security is role basedHierarchies define the reporting structure within departments and
across the Counfestablising which empoyees report to which supervisor§he User Roles
dictatean empl oyeeds access | evel a pedornmtechferanl N T
assigned Team of employees.

As shown in Exhibit I, Timekeepers atdTIME Supervisorsare required to revieWNTIME
Timesheetand take the necessary steps to correct elfdFfSME Supervisors approvaMissed
Clock®d when an employee does neave their proximity badge over a time clockstaipe in
andor out, and submits a request for time worked throllghIME), Time Off Requestsand
Timesheet entries. THBITIME Department Head approved.

The INTIME Supervisor generates and reviews the INTIRRy Period Summarprior to
certifying theTimesheets. Certificatioof the previous pay periaghust be donéy 5.00 p.m. the

night the payroll is closingThe County uses a two week pay period, which begins on a Friday
and endsl4 days lateon a ThursdayThe INTIME payroll generallycloses the Monday after
the pay periodhas endedn theprevious Thursday
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Introduction

Exhibit |
Nassau County INTIME System Security Groups and Roles
Security Overall Role
Group/Role Responsibility N RS
User Badge Maintain work schedule |User - Badge: Proximity Badge is the method to Swipe In and Out
User Timesheet User -Timesheet: Start and End times are entered directly on the electronic Time

Submits Time Off Request Forms to use leave time

Submits Missed Clock Forms for missed swipes (User Badge)
Submits OT Authorization Forms for preapproved OT worked
Timekeeper Reviews and edits Modifies shifts/shift patterns and keys in time entries once approved
employee timesheets for|Enters Overrides (i.e., Corrects Missed Punches)

Assigned Employees  |Point of contact to assist employees and Supervisors in obtaining information mair
in NUHRS when needed

Supervisor Approves employee timgCan Perform all Timekeeper Tasks

and exceptions for Approves Time Off Requests and Missed Clock Forms

Assigned employees.  |Enters Overrides (from Temporary to Permanent Time Codes)
Reviews INTIME Reports

Certifies Time (Pay Period Summary)

Can delegate Supervisor task

Monitors for Time Entry Leave Abuse and Enforces County policies.

Department Overall responsibiity for |Can Perform Supervisor Tasks
Head time and leave activities |Reviews and Approves/Rejects OT Authorization Forms

within department. Can assign a Delegate to approve/reject OT Authorization Forms
Department HR |Assigns and maintains |Assigns default shift patterns

employee data. Assigns Security data, including Proximity Badge number and Security Group

Modifies and maintains Reader Groups and Employee Teams
Updates/Edits Proxies and Delegates

Timekeeping

There are two time entry methoddnion enployeesare generallyequiredto use a Roximity
Badgewhich is waved over thelock readeto clock in and out each dayn some casesnion
employees such as Department Headsay bepermitted to enter their time directly on their
Timesheet iNNTIME. The time entry method assigned to an employee is determined byHRe
Representative

The majority of Countyemployees have fixeghifts thatdo not require regulasetup. The start
and end timesvorked, as shown on the Timesheegtusedby INTIME to determine the amount
of time worked in hours and fractions of hours. For example, if an employee worked a total of 33
hours and 45 minutes in a specific time period, the Code Suyremh the bottom of the timesheet
will record 33.75 hours.

Correcting MISSEDTime for CSEA Rill Time Employees

On the Timesheet for futime CSEA employees, there may be unauthorized MISSED time code
entries that need to be correctédTIME Supervisors will be unable to authorize any of the
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Introduction

empl oyeeb6s time/usage for t h aroperd eegoded nINTIME. t h e
MISSEDtimewill appear onth& mp | o Yimesltesbecausehe employeenay have

1 not worked on a schedulethy and tle employeéhas yet tosubmit a Time Off Request
Formfor the date/time of the leave and the type of lea@eceapprovedthee mp | oy e e
leavetime for the day can be authorized.

i forgot toor did notswipein and/or et anddid notsubmit aMissed Clock Fornfor each
instance where themployee @l not swipe.Once the Missed Clock Form is approved, the
clock time will appear on the Timesheet andwuek time for the day can be authorized.

Employees who have access to their own electronee$heet can enter the missing time directly
onto the Timesheet along with an explanation comment. Similarly, once the time has been entere
the time for the day can be authorized.

Overtimhe (fAO

County policy requiresNTIME Supervisors to obtaiprior approval from the Department Head

for an employee to worlOT. Once preapproved, the employee is authorized to work either
before and/or after their regularly scheduled start and end times. The extra hours worked wi
first appear on the mp | o INGIMB Fimesheet asinpaid categories. For example, if the
employee swiped in prior to the regular start time, the hours will sefiiE a r | y@aceo r
Unpaido If the employee swiped out after the regular end time, the hours will appBaefas
Lateo

In order forINTIME to recognize the housor ked bef ore or after t
as OT, the employeenustcomplete and submén OT Authorization Form iINTIME. The
information entered includes the type of OT being requested (the most comuosea OT
Types are OT Cash and OT Comp, for compensatory time), the Work Date, the Start and En
Times theOTwas wor ked and t 08 fATReeasMR®&asforo tfhi
information. If left blank, théNTIME Supervisor should reject the OT Authorization Form.

OT Authorization Forms are routed electronically IMTIME up the chain of command to
individuals identified by the Department Heads as able to approve the OT Authorization Forms
for those below them oo the Department Heads themselves. The employee will receive a
message indicating if the OT Authorization Form has been approved or declined.

Once the OT Authorization Form is approved

1 afiTemporarp Time Code representing the OT Type requested (OThC@§ Comp)
will automatically replace the time previously markedpaid categoriesiGrace
Unpaidd a nfiteft bated). However,theseTemporary OTTime Codes are NOT sent
to NUHRS and must be changed to #ppropriate Brmanent Time Codg prior to the

‘“See Appendi x C, OT Authorizst®n Ad@nmou apla,g el 2 0 .
5 ThePermanent Time Codes for OT Cash and OT Comp are OACOT and AOTCPtivespec
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Introduction

end of the pay period. If theemporary Time Codeare not changed, employees will not
be paid their @ or receive their accrual f@T Comptime.

1 this manual overridémanual change)f the Temporary Time Code a mandatory part
of the process and is performed by thEIME Supervisor or Department Heabhe
INTIME Supervisor must authorize the OT Permané&mhe codeon the Timesheet
before running the Pay Period Summary and certifying the INTIME Timeshe#tiefor
pay period.

1 It is important to note that when the amount@f worked is exported to NUHRS,
NUHRS will reflect it in hours and minutes. Thus, 2% hours in INTIME will appear
as 2.3 in NUHRS (2 hours and 30 minutes).

Meal Money

If applicable to theemployee, waien anOT Authorization Form has been approvédTIME is
configuredto trigger the payment dfleal Money in accordance with Collective Bargaining
Agr e e me nt swhénfih€ Bllksirg Londitions are met:

1 the employee has worked 2 hobefore or after their scheduled Shift
1 the employee has worked their full scheduled Shiftl
T the work is contiguous with the employee

Late Submission oDT Authorization Formg$or OT Worked in aPrior Year

OT AuthorizationFormsshouldbe submitted in INTIME by the employee and approved by the
Department before the end of the pay period during whic®iheas worked.

In cases where the employee subr@iis Authorization Forra after the official close of thyear
(end of month 13jor OT workedin the prior year and the employee requests to be paid in cash,
the DepartmenHead approves th@T in INTIME. The Payroll Departmentwill receive this
information in NUHRS, butwill not allow the payment to go through the normal routine
becauseprior year OT earnings cannot be charged to the current year budgétstead, the
Department must prepareMonies Due Fornto compute the amount owethcluding meal
money and attach syporting documentation to show the datiesOT was worked, the number

of OT hours each dayheOT rateand any allowed meal money each day.

In the eventthe employee requesto be paidf o r pr i @Trin cpnepansabosy time, a
Monies Due Form must beompleted for payment abnly the meal moneyportion The
compensatory time accrual will go through the normal processing routine.

Monies Due Forms and their supporting documentation must be approved by @B and
forwarded to the Payroll Department of t® for payment.
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Audit Scope, Objectives and Methodology

The objective of the review was to determthat theMoniesDue Form submittedor cashOT
and meal monewas:

1 supported by evidence that t&d was preapproved offline prior to being worked;
1 based on actu®T hoursworkedas reflected iInNTIME ; and
1 calculatedoroperly using the correaumber of hours an@T pay rate

The time period covered by tHdonies Due Form review was September 6, 201érough
December 28, 2016.

We interviewed theEmp | oy e e 6 sTimeksepdr Bl Supervisor aatko reviewed the
Empl oyeeds | NQutrdview of the INTTIMEsecords for the time period covered by
the Monies DueForm dated March @, 2017 revealed a severe lack of compliance with
established time and leave practices by Hmployee and virtually no oversight of the
Employee by thdNTIME Supervisor.We also determined thatior to the Monies Dud-orm
dated March 20, 2017, tlemployee had already submitteadd been paid foDT hours worked

on other dayin 2016. Onaequest for paymentassubmittedust prior to the close ahonth 13

for $9,545.96 and the othpayment request was submitiecearly March 2017 for $1,681.03.

A review of theEmploye® sarnings history revealed that tBmployeeworked 5,058 hours of

OT between 2010 and 2016 and received $289,482Topay (not counting th©T hours and
wages included on the Monies DEerm which is the subject of this reviewjhe Employe® s
work history is shown in AppendiA and reveals that the majority ofishime theEmployee
wasa CSEA worker with a base salary between $71,000586000 TheEmployed s act u
earnings from 2010 through 20&reshown in Appendix B.

Due to the egregious nature ofthe Employeds timekeeping practices,the lack of
meaningful oversightoft h e E mp time,yarede¢hé snusually large amount of OT hours
worked and OT earnings, we expandedour review to include the Employeed SNTIME
records for prior period s and the INTIME records of the employees for whom the
Employeeis the INTIME Department Head

We believe our review provides a reasonable basis for the findings and recommendations
contained herein

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations

Audit Finding (1)

(DThe Empl oveeds Fai |l uPrecedures Cernpromised theS\alaity ofl n /
the Hours He Claimed to Have Worked

Our reviewof theEmploye® s | NT | Mtor the periad caleyed by the Monies Dieerm
revealed thatlthough the Employeewas a CSEAEmployeeduring the time reviewed, he
rarely swiped in and out We determined that am INTIME Department Headhe Employee
waspermitted to enter histart and endimes directly on hisTimesheethowever he rarely did

so on a daily or timely basisor did he submit missed clockeghen he did not swipelhe
extensivedelays in entering hisstart and end timesiises serious questions about the accuracy
and validity of the hours worked each dayis is especially concerning since tir@anualy
enkered start and end times wahe oy support for theOT hours shown on the Monies Due
Form.

We questioned how thEmployeeremembered the start and end times he worked after weeks

and months had gone by and requested support for the start and end times he entered in INTIM{|.

The Employe@s INTIME Timekeeper provided a sampletbfeeemails sehfrom the Employee
to determine ifthey would beaccepable support for thestart and endimeshe entered on his
behalf inINTIME entries. While the emails do provide some evidence thaEtmgloyee was at
work on a given day at a given time, they did not substartiatgart and end times.

The Monies Dud-ormdated March 20, 201@overed82 business daysom September 6, 2016
to December 28, 201&nd theEmployeeworked one Saturday, bringitigetotal numbeof days
included in our eview to 83. We noted th#élhere were 5 holidays antat the Employeehad
used9 leavedaysthroughout the review period’hus, arr review focused on the remaining 69
days.

As shown in Exhibit Ilthe Employeeonly swiped in and/or out 17% of thetime; the other
83% of the time, we noteddelaysranging from a few days to weeks and months before he
entered his start and end times in INTIME On averagethe delay was 33.5 day3he Monies
Due FormincludedOT worked on41 of the 69 days. With respect to the 41 dayshich OT
was worked the Employeemanuallyentered his own start time on 40 of the 41 days and
entered his own end time on 28 of the 41 daysffectively bypassing the Nassau County
INTIME polici es and procedures protocol

Exhibit 11

Recap of Times Swiped Versus Missed And Late Entries

09/06/16 - 12/28/16

In % Out % Totals %  [Average Days 435
Missed 68 99% 46 67% 114 839 |-AterEntering :
: Time Manually Days
Swiped 1 1% 23 33% 24 17%
Totals 69 69 138

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations

Exhibit Il lists thedaily missed swipes and delayed entsasnmarized in Exhibit II.

Exhibit 111

Summary of Missed Swipes & Delayed Entries

09/06/16 - 12/28/16

9/6/16 - 11/2/16 11/3/16 - 12/28/16
Swiped Swiped Date No. Swiped Swiped Date No.
In Out Time of In Out Time of
Work or or Entered Days| Work or or Entered Days

Date Missed Missed Manually Later] Date Missed Missed Manually Later

09/06/16 Missed Missed 09/22/16 16 | 11/03/16 Missed Missed 11/23/16 20
09/07/16 Missed Missed 09/22/16 15 | 11/04/16 Missed Missed 11/23/16 19
09/08/16 Missed Missed 09/22/16 14 | 11/09/16 Missed Missed 11/23/16 14

09/09/16 Missed  Swipe 09/22/16 13 | 11/10/16 Missed Missed 11/23/16 13
09/12/16 Missed Missed 09/22/16 10 J 11/15/16 Missed Missed 11/23/16 8
09/13/16 Missed Missed 09/22/16 9 |11/16/16 Missed Missed 11/23/16 7
09/14/16 Missed  Swipe 09/22/16 8 | 11/17/26 Missed Missed 11/23/16 6
09/15/16 Missed  Swipe 09/22/16 7 |11/18/16 Missed Missed 11/23/16 5
09/16/16 Missed Missed 09/22/16 6 11/21/16 Missed Missed 11/23/16 2
09/19/16 Missed Missed 09/22/16 3 11/22/16 Missed Missed 11/23/16 1
09/20/16 Missed Missed 09/22/16 2 |11/23/16 Missed  Swipe 11/23/16 0
09/21/16 Missed Missed 09/22/16 1 |11/26/16 Swipe Missed 11/30/16 4
09/22/16 Missed  Swipe 09/22/16 0 | 11/28/16 Missed Missed 11/30/16 2
09/23/16 Missed Missed 09/28/16 5 |11/29/16 Missed Missed 11/30/16 1
09/26/16 Missed  Swipe 09/28/16 2 | 11/30/16 Missed Swipe 11/30/16 0
09/27/16 Missed Missed 09/28/16 1 ] 12/01/16 Missed Missed 02/17/17 78
09/28/16 Missed Missed 09/28/16 0 | 12/02/16 Missed Missed 02/17/17 77
09/30/16 Missed  Swipe 12/14/16 75 | 12/05/16 Missed Missed 02/17/17 74

10/03/16 Missed Missed 02/17/17 137 | 12/06/16 Missed Missed 02/17/17 73
10/04/16 Missed Missed 02/17/17 136 | 12/07/16 Missed  Swipe 02/17/17 72
10/05/16 Missed  Swipe 02/17/27 135 | 12/08/16 Missed Missed 02/17/17 71
10/06/16 Missed Missed 02/17/17 134 | 12/09/16 Missed Missed 12/14/16 5
10/07/16 Missed Missed 02/17/17 133 | 12/12/16 Missed  Swipe 12/14/16 2
10/12/16 Missed  Swipe  02/17/17 128 | 12/13/16 Missed Missed 12/14/16 1
10/13/16 Missed  Swipe  02/17/17 127 | 12/14/16 Missed  Swipe 12/14/16 0
10/14/16 Missed  Swipe 11/23/16 40 | 12/15/16 Missed  Swipe 12/19/16 4
10/17/16 Missed Missed 11/23/16 37 | 12/16/16 Missed Missed 12/19/16 3
10/18/16 Missed  Swipe 11/23/16 36 | 12/19/16 Missed Missed 12/19/16 0
10/19/16 Missed Missed 11/23/16 35 | 12/20/16 Missed Missed 02/17/17 59
10/20/16 Missed Missed 11/23/16 34 | 12/21/16 Missed Missed 02/17/17 58
10/21/16 Missed  Swipe 11/23/16 33 | 12/22/16 Missed  Swipe 02/17/17 57
10/28/16 Missed Missed 11/23/16 26 | 12/26/16 Missed  Swipe 02/17/17 53
10/31/16 Missed  Swipe 11/23/16 23 | 12/27/16 Missed  Swipe 02/17/17 52
11/01/16 Missed Missed 11/23/16 22 | 12/28/16 Missed Missed 02/17/17 51
11/02/16 Missed  Swipe 11/23/16 21

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations
Post Audit Update for Period 8/1/1i71/18/18

The Employee worked overtime on 69 of the 115 work days during the time period of 8/1/1
through 1/18/18. The issue of missing swipes has continued. The Employee manually entered
start times for 54 of the 69 days he worked OT.

The average number afays between the work date and the date the start time was entered
decreased from 33.5 days to 8.4 days. Further, on average it took the employee approximate
12 days to submit an OT Authorization Form after working OT.

On average, the Employee worlaggproximately 2 hours and 20 minut#sOT per day for each
of the 69 days.

Audit Recommendation(s):

We recommend thi®llowing:

a) TheEmployeeshouldbe prohibited from workin@T unless it is preapproved aald OT
Authorization Forms arsubmitted inNTIME prior to the end of the pay period

b) The Employeeshould be required to swipe in and out each day and submit the required
missed clocksn a timely basis and no later than the end of the pay period.

c) Due to thdack of dailyswiping by the Employe@nd the frequency and high number of
OT hours historically workedManagement should immediately take action to properly
oversee th Employedo ensurd h e i n dINMMEdsudanke acsurately and timely,
andbral t ernati vel y ¢ hangsecurtyltaecesE mpl oyeeds |

Audit Finding (2)

(2) Employee Worked 5,058 Hours of Overtime From 2010 Through 2016 With
Questionable Attendance Recordand Virtually No Tim ekeeping Supervision

Our review found that thEmploye® $ailure to swipe and the long delays in entering his time
was not limited tothe time period covered by thBlonies Due Form dated March20, 2017
(which was the initial subject afur review). A review of theEmploye& s | NT I MBr r e ¢
the priorsix yearsrevealed that the poor timekeepiptacticesand lack ofINTIME oversight
discussed in Findingl) is far from an isolated incident.

TheEmploye® s | NSupeisSor stated that wheertifying his time, she relied on what he
entered as his starh@ end times anthatshe trusts him. She also said there is no one else who
can do the timekeeping functiom addition to the pattern of entering his daily time and OT
Authorization Forms late, weoted thathe Employe® Fimesheetsvere notbeingcerified in a
timely manner.

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations

Our review also identified errors that were either made or approved by the INTIME Supervisor,
For example, we found occasional instances where:

1 the Employeesubmitted duplicate OT Authorization Forms in INTIME which were
approved by the INTIME Supervisor. Follow up with thePayroll Division revealed
that Payroll identified and deleted the duplicates.

1 the Employee did not include the reason for theOT on the OT Authorization
Forms, which were approved by the INTIME Supervisor

1 the Employee& s hours wer e INGIME dvitheus subditting ithe
required OT Authorization Form .

Exhibit IV summarizes th®T hoursshown in INTIMEbetween 2010 and 261Also shown are
the OT dollarsincluded inthe Employe® s -2 Wageseachyearcompared to th&mploye® s
annual base pay. TI&T paid for all seven years totaled&9,461

Exhibit IV

Constituent Affairs Employee

Analysis of Overtime Hours and Dollars And Base Salary
2010 - 2016

INTIME NUHRS NUHRS

) @ (©) % of

oT oT Base Base Overtime Hours Worked in Year Shown
Year Hrs $ Salary Salary Versus Overtime $ Paid
2010 352 $ 14,268 $ 80,245 18% |The OT hours shown in any given year were not
2011 678 $ 37172 $ 71,606 5206 always paid in the year worked. The OT $ includ
2012 988 $ 65308 $ 71.606 91% in the annual W-2s reflects only the amounts paif

' ' before the year closed (end of month 13). This i

2013 1,412 $ 80,373 $72,380 111%  |to the employee's pattern of entering his daily tin]
2014 866 $ 28,465 $ 76,485 37% |and OT Authorization Forms anywhere from weq
2015 (4 321  $ 47,251 $112,015 429% |to months later.
2016 (5) 441 $ 16,624 $ 78,100 21%

5,058 $289,461  $562,437 51%

(1) The OT hours shown represent the hours worked during the year shown, regardless of when paid.
(2) The OT $ shown include amounts paid during the year shown, regardless of when earned, excluduing related meal monej

(3) The Base Salary shown was computed using the Anuual Salary from NUHRS as of Jan 1 of each year, adjusted for salan
during the year and their effective dates .

(4) In 2015, the employee worked as an Ordinance employee most of the year. The OT hours shown were earned during the|
employee was a CSEAworker (01/01/15 - 2/5/15 and 10/20/15 - 12/31/15). The OT hours consists of 268 hours while working

Consitituent Affairs and 53 hours when working in the Office of Emergency Management.

(5) The OT $ shown for 2016 does not include $10,331 related to the OT hours worked in 2016 but not submitted until after t

closed (end of month 13). As of the date of this report, the employee submitted 2 Monies Due Forms; the first for $1,681.03 g
one (which prompted this review) for $8,649.68.

It should be noted that the employee also submitted paperwork in month 13 for payment for OT hours worked in 2016, in the
$9,545.96. This payment is included in the $16,624 shown in the Exhibit.

Review ofa Sample oPrior Year§Timesheets 20212015

A review of theEmploye® s | N Tirhelheets for prior years (from 2011 through 2015),
revealed that the lack of swiping in and out each day and the delay in entering hdicimat
start in 2016.

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations

Exhibit V below liss some examples from tl@mesheetshatwere reviewed.

Exhibit V
Review of Constituent Employee's Timesheets
for Prior Period from 2011 - 2015
Days

Date Time Passed OTin
Was Until Time Hr Employee
Entered Pay Period Covered Entered &Min Type Notes
12/27/11 12/02/11 - 12/15/11 25 11.01 CSEA
08/01/12 07/13/12 - 07/26/12 19 41.35 CSEA
12/12/12 11/16/12 - 11/29/12 26 59.25 CSEA OT Approved & Certified in Jan. 2013
02/05/13  01/11/13 - 01/24/13 25 62.42 CSEA
06/19/13 & 05/03/13 - 05/16/13 a7 61.27 CSEA
06/25/13
06/25/13  05/17/13 - 05/30/13 39 60.06 CSEA
12/17/13 11/15/13 - 11/28/13 32 27.28 CSEA
04/17/14  01/24/14 - 02/06/14 83 48.26 CSEA
12/13/14* 05/02/14 - 05/15/14 225 45.06 CSEA Time from May 2014 was entered in Dec. 2014
12/14/14* 07/25/14 - 08/07/14 142 31.36 CSEA Time from July 2014 was entered in Dec. 2014
10/03/15 09/18/15 -10/01/15 15 0.00 Ordinance Entered time first, then deleted and entered vacation co
10/30/15 - 10/30/15 - 11/12/15 44.30 CSEA 10/30/15 - Entered time, did not submit OT Authorizatio
11/12/15 Form & Changed OT Code

11/02/15 - No OT Authorization Form, just changed cod

OACOT

11/04/15 - No OT Authorization Form

11/05/15 - No OT Authorization Form

11/06/15 - No OT Authorization Form

11/07/15 - Entered Clocks by mistake & then deleted th

11/09/15 - Changed time

11/12/15 - Changed time
Total OT Hrs. Worked in the Payperiods Shown 491.62

Source: InTime Daily Timesheets

* Note: All time from May 2014 forward was entered in December 2014

It is very important that all INTIME rules and procedures are followed in order to ensure that all
OT hours worked are preapproved and properly requested in INTIME in a timely manner.

Post Audit Update for Period 8/1/1i71/18/18

The Employeeds Timesheets were stild]l not b
INTIME Supervisor. Although the Employee did include the reason for the OT on the OT
Authorization Formssuch reasois usuallylimited totheexplanationi f i craledbacklogo

We noted a instances where the employee submitted duplicate OT Authorization Borms
where the Employeebs hours were coded as O
Authorization Form.

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations

Audit Recommendation(s)

We recommendthat the Employe® s | NTI ME Supervisor perfo
functions. Specifically, thEmploye& s | NTI ME Super visor shoul d:

a) review theEmploye® s t i woreasdhilg leasignd take the necessary steps to ensure
theEmploye® start and end timesppear on the timesheet

b) obtain therequiredoffline approval before th&mployeeworks anyOT. Evidence of
preapproval must be retained for audit purppses

c) ensure that th&Eamployeesubmits the required OT Authorization Forms toe OT
worked during the pay period, prior to the close of the pay pefodher, all OT must
be requested on an OT Authorization Fpintluding the reason for tH@T - entering a
permanentOT code in the absence of an approved OT Authorization Formots
permitted

d) ensure that thEmployeesubmits leave requests, ideally prior to using leave timebgnd
no later than thend of the pay perioduring whichthe leave time was taken; and

e) review andcertify the Employe®é s bi week!|l y t i mg shh eles¢ of i n
business on the Tuesday following the end of the pay period.

Audit Finding (3)

(3) NumerousErrors Were Found on the Monies DueRequestDated March 20, 2017

Our reviewand comparisomf the Monies Due Submissidhor m ( i Mo ni edatedu e
March 20, 2017%o the correspondintNTIME Timesheets and DAuthorization Formdor the
period September 6, 201roughDecember 28, 201&vealed the following errorsvhich are

also listedn Exhibit VI:

1 Wrong Methodologyor Number ofOT Hours

The OT hours used in the calculationtbé amount de was based oNUHRS, which
states time worked in hours and minutes. For example, 4.3 hours in NUHRS means ¢
hours and 30 minute§Vhen stated in terms of hours tleiguates to 4.5 hours. The entire
Monies Due Formmust be redone to correct tOd hours.

i Duplicate Entry

The MoniesDue FormincludedOT hours worked twice for Wednesdeyeptember 28,
2016

I Meal Money Requested No OT Hours

TheMoniesDue Formincluded meal money for WednesdagptembeR1, 2016 but not
thecorrespondingT hours workedasshown in INTIME

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations

T IncorrectOT Rate

The OT rate used to calculate the amount o@dOT worked fromSeptember 6, 2016

to December 28, 201@lid not take into account th€ostof-Living Adjustment

( @OLAO )ncrease effectivduly 1, 2016 The OT rate calculated by the department was
based on th&mploye® s b a s prior osSkeptembyer 6, 2016/hich was $76,891.
After theJuly 1, 2016COLA adjustment, thEmployeé s s al ar y i582cr eas

1 Missing OT

Thereweresix days in INTIME where an OAuthorization Formwas submitted for OT
hours but the dates and corresponding OT hours do naaapm theMarch 20, 2017
Monies DueSubmission.

The Payroll Division of th&€€o mpt r ol | e r 6tprocesk this RaniesdDaenRequest until
all errors have been corrected, the appropriate written approvals are obtained and the revis
documentation is deemed satisfactory.

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations

Exhibit VI

Summary of Overtime Worked
INTIME System Versus NUHRS (Monies Due)

09/06/16 - 12/28/16

03/20/17
InTime System Monies Due Comments
Date Date
Work Time oT Certif. oT oT
Date  Entered Initiated Date  Hours Hours Meal
09/06/16 09/22/16 02/21/17 02/21/17 3.43 3.26 $ 15 Incorrect OT Hours on Monies Due
09/07/16 09/22/16 02/21/17 02/21/17 3.75 3.45 $ 15 Incorrect OT Hours on Monies Due
09/08/16 09/22/16 02/21/17 02/21/17 5.50 5.30 $ 15 Incorrect OT Hours on Monies Due
09/09/16 09/22/16 02/21/17 02/21/17 4.85 451 $ 15 Incorrect OT Hours on Monies Due
09/12/16 09/22/16 09/22/16 09/26/16 2.33 N/A N/A Paid in 2016
09/13/16 09/22/16 09/22/16 09/26/16 3.00 N/A N/A Paid in 2016
09/14/16 09/22/16 09/22/16 09/26/16 7.48 N/A N/A Paid in 2016
09/15/16 09/22/16 09/22/16 09/26/16 5.58 N/A N/A Paid in 2016
09/16/16 09/22/16 02/17/17 02/21/17 4.50 4.30 $ 15 Incorrect OT Hours on Monies Due
09/19/16 09/22/16 02/17/17 02/21/17 3.33 3.20 $ 15 Incorrect OT Hours on Monies Due
09/20/16 09/22/16 02/17/17 02/21/17 3.12 3.07 $ 15 Incorrect OT Hours on Monies Due
09/21/16 09/22/16 02/17/17 02/21/17 3.00 0.00 $ 15 Incorrect OT Hours with Meal Money
09/22/16 09/22/16 02/17/17 02/21/17 1.43 1.26 $ - Incorrect OT Hours on Monies Due
09/27/16 09/28/16 02/17/17 02/21/17 2.90 2.54 $ 15 Incorrect OT Hours on Monies Due
09/28/16 09/28/16 02/17/17 02/21/17 2.48 458 $ 15 Duplicate & Incorrect OT Hours on Monies Di
09/30/16 12/14/16 Missing 02/21/17 1.88 153 $ - Incorrect OT Hours on Monies Due
10/03/16 02/17/17 02/17/17 02/21/17 3.00 3.00 $ 15 Incorrect OT Hours on Monies Due
10/04/16 02/17/17 02/17/17 02/21/17 2.00 2.00 $ 15 Incorrect OT Hours on Monies Due
10/05/16 02/17/17 02/17/17 02/21/17 3.58 3.35 $ 15 Incorrect OT Hours on Monies Due
10/06/16 02/17/17 02/17/17 02/21/17 3.00 3.00 $ 15 Incorrect OT Hours on Monies Due
10/07/16 02/17/17 02/17/17 02/21/17 3.00 3.00 $ 15 Incorrect OT Hours on Monies Due
10/12/16 02/17/17 02/17/17 02/21/17 4.27 4.16 $ 15 Incorrect OT Hours on Monies Due
10/13/16 02/17/17 02/17/17 02/21/17 4.30 4.18 $ 15 Incorrect OT Hours on Monies Due
10/19/16 11/23/16 02/17/17 02/21/17 2.00 2.00 $ - Incorrect OT Hours on Monies Due
10/20/16 11/23/16 02/17/17 02/21/17 1.50 1.30 $ - Incorrect OT Hours on Monies Due
10/28/16 11/23/16 02/17/17 02/21/17 3.50 3.30 $ 15 Incorrect OT Hours on Monies Due
11/01/16 11/23/16 02/17/17 02/21/17 3.43 3.26 $ 15 Incorrect OT Hours on Monies Due
11/02/16 11/23/16 02/17/17 02/21/17 3.20 3.12 $ 15 Incorrect OT Hours on Monies Due
11/03/16 11/23/16 02/17/17 02/21/17 3.67 3.40 $ 15 Incorrect OT Hours on Monies Due
11/04/16 11/23/16 02/17/17 02/21/17 2.75 2.45 $ 15 Incorrect OT Hours on Monies Due
11/09/16 11/23/16 02/17/17 02/21/17 4.50 4.30 $ 15 Incorrect OT Hours on Monies Due
11/10/16 11/23/16 02/17/17 02/21/17 3.43 3.26 $ 15 Incorrect OT Hours on Monies Due
11/15/16 11/23/16 02/17/17 02/21/17 3.00 3.00 $ 15 Incorrect OT Hours on Monies Due
11/16/16 11/23/16 02/17/17 02/21/17 3.00 3.00 $ 15 Incorrect OT Hours on Monies Due
11/17/16 11/23/16 02/17/17 02/21/17 3.00 3.00 $ 15 Incorrect OT Hours on Monies Due
11/18/16 11/23/16 02/17/17 02/21/17 3.00 3.00 $ 15 Incorrect OT Hours on Monies Due
11/21/16 11/23/16 02/17/17 02/21/17 3.00 3.00 $ 15 Incorrect OT Hours on Monies Due
11/22/16 11/23/16 02/17/17 02/21/17 3.00 3.00 $ 15 Incorrect OT Hours on Monies Due
11/23/16 11/23/16 02/17/17 02/21/17 5.98 5.59 $ 15 Incorrect OT Hours on Monies Due
11/26/16 11/30/16 02/17/17 02/21/17 1.68 No No OT Hrs not Included in Monies due
11/28/16 11/30/16 02/17/17 02/21/17 4.50 4.30 $ 15 Incorrect OT Hours on Monies Due
11/29/16 11/30/16 02/17/17 02/21/17 3.00 3.00 $ 15 Incorrect OT Hours on Monies Due
11/30/16 11/30/16 02/17/17 02/21/17 3.62 3.37 $ 15 Incorrect OT Hours on Monies Due
12/07/16 02/17/17 Rejected 02/21/17 4.38 423 $ 15 Incorrect OT Hours on Monies Due
12/14/16 12/14/16 02/17/17 02/21/17 2.67 No No OT Hrs not Included in Monies due
12/15/16 12/19/16 02/17/17 02/21/17 2.65 No No OT Hrs not Included in Monies due
12/19/16 12/19/16 02/17/17 02/21/17 2.00 No No OT Hrs not Included in Monies due
12/20/16 02/17/17 02/17/17 02/21/17 3.50 No No OT Hrs not Included in Monies due
12/21/16 02/17/17 02/17/17 02/21/17 5.00 No No OT Hrs not Included in Monies due
12/27/16 02/17/17 02/17/17 02/21/17 1.98 1.59 $ - Incorrect OT Hours on Monies Due
12/28/16 02/17/17 Missing 02/21/17 2.50 230 $ 15 Incorrect OT Hours on Monies Due
171.15 128.46 $ 540

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations

Audit Recommendation(s):

The Monies Due Request cannot be preedsas submittedVe recommend that Constituent
Affairs performthe following stepsn order for the Monies Due Request topgnecessed

a) provide explanations for the errors and missing informaligted in this finding and
shown in Exhibit/1, and;

b) make the necessary correctipnbtain the appropriateritten approvalsirom the Office
of the County Executive and submit thevisedE mp | o WMene$® BueRequest for
review andpayment.

Audit Finding (4)

(4) The Employee Od Not Perform the Required Time Keeping Functions for the Team
Assigned tothe Employee

As previously noted, our review was expanded to include analysis of the timekeeping functions
for those employees whom the Monies Due Request Employee is the designated INTIME
Department Head. Our review of the INTIME records fothe employees assigned toe
Employeein INTIME (designatedTeam CFO007) revealed thathe Employeehas not been
performing the required daily and pay period functiongis role as the INTIME Department
Headfor Team CF 0070ur reviewfound employeesn Team CF 007vho hadno time entries

on workdaysand the employees had matbmitted Missed Clock Forms for missing swipes or
Leave Requests for the missing tinTdwus, these employeesvere paidwithout any ewdence

they worked a full day or used any leave time.

To illustrate Exhibit VII lists the employeeisi Team CF 00%vith missed records as bfay 26,
2017 for the periodJanuary 1, 2017hrough May 26, 2017 In total, there were 50 missed
recordsrepresenting 13 employees with approximately 332 hours of unaccofortédhe. As of
June 23, 201, the missed time foonly 13of the 50 missedime recordsor approximately 2%,
had beenaccounted forby the employeer the INTIME Department Headthe Constituent
Affairs Employee who is the subject of tingport). In these instances, tlemployeehad either
submitted an INTIME leave request for the missed timeherINTIME Department Head
changed the timecode frofimissed to a paid codeThe 13recordsrelated to3 out of the 13
individuals with missed records, wifli of them belonigg to one individual

In addition to nofperforming the required followp procedurego correct missed timsections
on CF007 employeelimesheetdan a timely fashion as ofJune 12, 2017the last time the
Employeein questioncertified the INTIMETimesheets for the employegsTeam CF 00%vas

for the pay period endingebruary 16, 201 the equivalent ogightbi-weekly pay periods

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations

Exhibit VI 1©
Employee 1D ALL Cakulation Growp: ALL Group By Team
Team CF_007 Time Code MISSED Second Group By: Time Cocde
Inciuce Sud Teams: No Date Selection: 01/02/2017 - 05/26/2017 Order By Employee 1D
Pay Group: ALL Authorzation Al Records Direction: Ascending
Team Name Time Code Name Employee 10 Full Name Work Date Hour Type  Total Hours
CF_007 MISSED 04/03/2017 UNPAID 24.02
04/04/2017 REG 7.00
04/26/2017 UNPAID 7.07
05/26/2017 REG 7.00
01/02/2017 REG 7.00
01/05/2017 REG 7.00
03/06/2017 REG 7.00
03/14/2017 REG 7.00
05/12/2017 REG 7.00
05/15/2017 REG 7.00
05/16/2017 REG 7.00
05/17/2017 REG 7.00
05/18/2017 REG 7.00
05/19/2017 REG 7.00
05/22/2017 REG 7.00
05/26/2017 REG 7.00
04/14/2017 REG 7.00
04/27/2017 REG 7.00
05/26/2017 REG 7.00
02/21/2017 REG 7.00
02/22/2017 REG 7.00
03/28/2017 REG 7.00
03/29/2017 REG 7.00
03/30/2017 REG 7.00
04/06/2017 REG 7.00
04/07/2017 REG 7.00
05/26/2017 REG 7.00
05/12/2017 REG 7.00
05/15/2017 REG 7.00
05/16/2017 REG 7.00
05/17/2017 REG 7.00
05/18/2017 REG 7.00
05/19/2017 REG 7.00
05/22/2017 REG 7.00
05/23/2017 REG 7.00
05/24/2017 REG 7.00
05/25/2017 REG 7.00
05/26/2017 REG 7.00
05/22/2017 REG 7.00
05/17/2017 REG 7.00
03/20/2017 UNPAID 0.02
03/20/2017 UNPAID 0.02
03/22/2017 UNPAID 0.05
04/12/2017 UNPAID 7.02
04/28/2017 REG 7.00
05/05/2017 REG 7.00
03/17/2017 REG 7.00
04/03/2017 UNPAID 0.02
05/26/2017 REG 7.00
02/03/2017 UNPAID 0.50
Time Code Total: 332.70

We alsoreviewed the OT hours that tlsmployeeworked in comparison to his subordinates in
INTIME (Team CF 007)As shown in ExhibivIl 1, the Employee portion of OT increased
from 20% in 2010 to 89% in 2016 when compared to all other employees who earned OT
within the Office of Constituent Affairs. On average, th&Employeein question earned
approximately 715 hours of OWhich equates tapproximately 102vork-day<, each yeafrom

SEmpl oyeesd® names and | D numbers have been redacted
" A regular workday includes 7 hours.

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017
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Findings and Recommendations

2010 through 2016The reason for the OT is typically described asii Fi nanci al B

Reporting.o
Exhibit VII |

Office of Constituent Affairs
Overtime Hours for 2010 through 2016

Duplicating Machine Supervisor Il OT1 Hours Compared to Team 007* OT Hours and the Employees from All Other CF Teams Who Earned OT

2010 2011 2012 2013 2014 2015 2016 2010-2016

Total
OT1 (% of |# of | OT1 | % of |# of | OT1 | % of |# of | OT1 | % of |# of | OT1 | % of |# of | OT1 | % of |# of | OT1 | % of |# of | Total | % of

Description| Hrs | Hrs |Emp | Hrs [ Hrs [Emp| Hrs [ Hrs [Emp| Hrs | Hrs |Emp| Hrs | Hrs |Emp| Hrs | Hrs |Emp| Hrs | Hrs |Emp| Hrs | Hrs

Duplicating
Machine
Supenvisor
I 352| 20% 1| 678( 37% 1] 988| 42% 1] 1,412| 85% 1| 866| 72% 1| 268| 87% 1| 441( 89% 1} 5,005| 52%)
Team 007 939| 55% 15/ 1,022| 55% 13 1,298| 56% 12| - 0% 0] 320( 27%) 9 38| 13% 2l 50| 10%| 5| 3,668 38%
All Others 425| 25%) 5 146| 8% 9 48| 2% 1| 244| 15% 2| 18 1%) 2l - 0% 0| 6 1% 1| 887 9%

Allof CF | 1,716{1009  21f 1,846) 1009 23 2,334| 1009 14| 1,656] 100% 3] 1,204/ 100% 12| 306]100% 3] 497|100% 7| 9,560| 100%

*: The employee in question Supervises Team 007 within the Office of Constituent Affairs

The # of employees each year represents those who've earned OT1 hours. Employees who've not earned any OT1 hours are not inicuded in this summary,
Source of Data: Various INTIME Reports

Post Audit Update for Period 1/2/1i71/30/18

We updated the Missed Records Report shown in Exhibit VII which included 50 records fron
01/02/17 to 05/26/17 by extending the end date through 01/30/18. We noted that this update
report included 93 missed records, 15 of which were still outstandingtfi@rior report.

We reviewed the 35 records from the prior report that had since been updated and noted that th

updates reflected the use of leave time by the employees, however on average it took 102 days
the records to be properly updated.

The 78new missed records represedt76.36 hours of time.

Further, the last time th&mployeecertified the timesheets fdiis unit CFO07 was for the
payperiod endin@/6/17 which was certified on 7/11/17.
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Findings and Recommendations

Audit Recommendation(s):

We recommend that the view and approval of thdimesheets| eave Requests and OT
Authorization Forms for INTIME employees currently assigned to Engployee (INTIME
TeamCF 007) be reassignéd another employee.

Audit Finding (5)

(5) Employee Changed His Electronically Recorded Start Times Which Negated His
Tardiness

A cursory review of the Employe® s | N Timdgheets subsequent to thay 5, 2017
EntranceConference identified two occasiof§lay 12, 2017and May 16, 201Y where the
Employeehad swiped in and out each dayet a manualentry appeared on th€mesheet
indicatingthat tre Employeealsoentered the start and end times. Further research revealed that
the start timeentered by th&mployeeon theINTIME Timesheet was earlier théme actual start

time recordectlectronicallyby the time clock In both cases, the electronic tirsigowed that the
Employeearrivedmore than 6 minutes after his scheduled start time, which is consitieryl

His INTIME Supervisor access allowed tEenployeeto alter his start time and negatehis
tardiness.

Altering o n eodvis time records for their own beneéitearly bordes on misappropriation of
funds While thetwo instancegound in our cursory reviewnly resulted in unrecordddrdiness

the inancial impact of such behavior over a long period of {jp@est or futurefould potentially
be morematerial.

Audit Recommendation(s):

Due to seriousness of this issue and the other findings in this report, we reiterate the followin
recommendations frominding 1,as follows:

a) Management should immediately take action to properly overseentiployedo ensure
t hi s i niNTIME id doad a@curately and timely, and alternatively change the
Empl oyeeds I NTIME security access to fUS
b) The Employee should be required to swipe in and out each day and submit the require
missed clocks on a timely basis.
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Findings and Recommendations

Audit Finding (6)

(6) Lack of Oversight of Tardy BalancesResulted in Employees Not Being Charged Leave
Time as Required

An employee is considere@ardy in INTIME when arriving more than 6 minutes after the
scheduled start time or leaving before the scheduled end time. All tardiness is accumulated in &
INTIME Tardy balancein minutes. Whenever thesultingTardy balance reaches 105 minytes
the INTIME Supervisomust charge th&ardytimein ¥ day incrementa gai nst t he €
vacationleave sick leave, personal leave, or compensatory time, in that ofgiech lateness is
accumulated in th&ardy balance until one year has elapsédhe balance has notaehed 105
minutes after a year the INTIME Supervisitould manuallydelete the late minutes from the
balance.(It is a running year for each occurrerstethat if 105 minutes does not accumulate
then it should be deleted

Review ofTardyBalancefor the Constituent Affairs Employee

Our review found that th€onstituentAffairs Employe® $ardybalance as afune 28, 201had
reached 656 minutes and no entries had been made to clear out minutes over a year old or cha
time against th&employe®é s accumul ated | eave ti me. Ha d
Employeewould have been charged for 1.50 Vacation days, an@iaidy balance as afune 28,
2017would havebeen5 minutes.

Review ofTardyBalances foINTIME Team CF 00 Employees

Our review found thafTardytime was rarely charged against the empleyé&save time when

the balance reael 105 minutes. Instead tAeardybalances were allowed to accumulate to very
high amounts. As shown in Exhibit IX, the INTIMETardy minutes as of June 28, 2017 for
eleven of the eighteen employees in Team CF 007 exceeded 105 minutes. Of these eleven, fi
had balances in the thousands, the highalsincebeing 6,089 minutes.
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Findings and Recommendations

Exhibit 1X

We r evi

INTIME Tardy Balances

Team CF 007
As of 0628117
Tardy

Balance
Employee (Minutes)
A 176
B 1,758

C -
D 45
E 519
F 2,899

G -
H 1,963
I 82
I 36
K 899
L 180
M 77
N 631
(0] 715
P 6,089
Q 88
R 1461
Total 17,618

Source: INTIME Tardy Balance Report, for each employes, for the Period
1/1/2010 through 6/28/17.

ewed the acti vi t yTartdyhaahce asefsJunk 282017 ana

in addition to allowing minutes to accumulate beyond 105 minutes, we fostahces where
the incorrect number of minutes were docked from the employee ngsintia negativdardy
balance. We also found thaiardy minutes were sometimes impropegdgjusted out of the
balances without docking the employee.
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Findings and Recommendations

Exhibit X, summarizes the results of our analysis and indicatdbat 13 of the 18 employees
in Team CF 007 were not charged &otal of 99 leave days 41,475minutes).

Exhibit X

INTIME Tardy Balance Analysis

Time Owed by Employees in Team CF 007
01/01/10 through 06/28/17

Minutes Minutes That
Docked Should Have Difference: Column 3
During Been Docked Minutes that Minutes
the Period During the Still Need to Converted to
Employee per INTIME Period Be Docked Days
A 420 735 315 0.75
B 210 1,890 1,680 4.00
C - - - -
D - - - -
E - 420 420 1.00
F 4,410 10,395 5,985 14.25
G - - - -
H 3,570 7,140 3,570 8.50
| - - - -
J - - - -
K 210 1,050 840 2.00
L - 105 105 0.25
M 105 420 315 0.75
N 105 1,260 1,155 2.75
o 5,460 7,560 2,100 5.00
P 840 23,835 22,995 54.75
Q 1,575 2,205 630 1.50
R 1,260 2,625 1,365 3.25
Total 18,165 59,640 41,475 98.75
Column 1: Data was taken from the INTIME Tardy Balance Report, for each employee, for the period 1/]}
through 6/28/17. Docked minutes per InTime were charged against the employee's leave time balances
increments of a quarter day, which is equivalent to105 minutes.
Column 2: The minutes shown in Column 2 were computed by the auditor. They represent the minutes tl
have been docked and charged against the employees leave time balances had the Intime Tardy balanc
properly reviewed and resolved in a timely manner.
Columns 3 & 4: The minutes shown in Column 3 represent the time the employee owes to the County ag
6/28/17. Column 4 states these minutes in terms of days, based on a 7 hour work day.

Post Audit Updaté Tardy Balances as of 01/24/18

As of 1/ 24/ 18, tbalance Bad pekbohed €,01@ sninutea. Tlisyrepresents an

increase of 358 minutes since 6/28/17, or approximately 6 hours. Further, the total Tardy
Balance shown For Team CF 007 in Exhibit IX had reached 20,153 minutes, which represent
anincreaseof 2,653mi nut es. Al t hough we did note 1 ns
had been adjusted since 6/28/17 to reflect the docking of leave time, such instances were n
nearly enough to reduce each employeeds tar
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Findings and Recommendations

Audit Recommendation(s):

We recommend th&@ffice of the County Executiviakes the necessary steps to ensure that:

a) correcting entrieare maden INTIME to reduceesachemployee'§ardytime as noted in
the findingby charging thelrardyminutes against the employge&ave balancesand

b) Tardybalancedor each employee in INTIME Team CF O@ve reviewedn a regular
basis and all required entriewe madein INTIME. This includesreducing each
employee'sTardy balanceby the amount of any given latenestienever a ya& has
elapsedandthe Tardybalancehas noteacled 105 minutes.Further, whenever thgardy
balance reaches 105 minutémd each lateness is still under a year old);Tdrely time
must be charged in 1 day i ncrleaveesicktleave,a g a
personal leave, or compensatory time, in that order.

Review of Timeleeping Practices Related to a Monies Due Request Dated March 20, 2017

21




Appendix A7 EmployeeJob and Salary History 2010f 2017

Constitue nt Affairs Employee

Job Titles, Base Pay and Proprated Annual Base Salary

2010 - 2017
NUHRS Prorated

Dates Per # of Annual % Annual
NUHRS Days Title Union  Base Salary of Yr Base Salany
2010
Jan1 - Feb 25 56  Dup Mach Spvr i CSEA $ 69,084 1534% $ 10,599
Feb 26 - Mar 31 34 DirBur Prntng & Grphs Oprs  CSEA $ 76,129 9.32% $ 7,091
Apr 1 -Aug 25 147  Dir Bur Pmtng & Grphs Oprs  CSEA $ 78,908 40.27% $ 31,779
Aug 26 -Dec 19 116  Dir Bur Prtng & Grphs Oprs  CSEA $ 89,426 31.78% $ 28,420
Dec 20 - Dec 31 12  Dup Mach Spvrli CSEA $ 71,606 3.29% $ 2,354
Annual Gross $ 80,245
2011
Jan1- Dec 31 365  Dup Mach Spvr i CSEA $ 71,606 100 $ 71,606
Annual Gross $ 71,606
2012
Jan1 - Dec 31 365  Dup Mach Spvr i CSEA $ 71,606 100 $ 71,606
Annual Gross $ 71,606
2013
Jan1-Jun27 178  Dup Mach Spvr i CSEA $ 71,606 49% $ 34,920
Jun 28 - Dec 31 187  Dup Mach Spviil CSEA $ 73,117 51% $ 37,460
Annual Gross $ 72,380
2014
Jan 1 -Mar 31 90  Dup Mach Spviil CSEA $ 73,117 25% $ 18,029
Apr 1-Aug 31 153  Dup Mach Spviil CSEA $ 76,827 42% $ 32,204
Sept 1-Dec 31 122  Dup Mach Spviil CSEA $ 78,542 33% $ 26,252
Annual Gross $ 76,485
2015
Jan1-Feb 5 36  Dup Mach Spviil CSEA $ 78,542 10% $ 7,747
Feb 6-Oct 29 266  Dep Commissioner OEM Ordinance $ 125,000 73% $ 91,096
Oct 30-Dec 31 63  Dup Mach Spvr i CSEA $ 76,314 17% $ 13,172
Annual Gross $ 112,015
2016 - Leap Yr
Jan 1- Mar 31 91  Dup Mach Spvrll CSEA $ 76,314 25% $ 18,974
Apr 1-June 30 91  Dup Mach Spvrli CSEA $ 76,891 25% $ 19,118
July 1- Dec 31 184  Dup Mach Spvrll CSEA $ 79,582 50% $ 40,008
Annual Gross $ 78,100
2017
Jan 1-June 30 181 Dup Mach Spvrll CSEA $ 79,582 50% $ 39,464
July 1-Dec 31 184  Dup Mach Spvrli CSEA $ 81,174 50% $ 40,921
Annual Gross $ 80,385
Source of Data: NUHRS
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Appendix BT Employee Actual Earnings 2010 2017 YTD

Constituent Affairs Employee
Employee Actual Eamings

2010 - 2017

Actual Eamings

Pay Category 2010 2011 2012 2013 2014 2015 2016 2017 Totals

Regular Pay $69,593 $ 66,926 $ 69,961 $ 71,352 $ 75,241 $ 99,372 $ 70,307 $ 73,029 $ 595,781
Vacation Pay 3,804 2,477 - - 280 6,872 5,337 4,865 23,635
Personal Leave 1,284 1,102 - 274 - 1,437 2,086 1,085 7,268
Paid Misc Leave 1,167 551 549 - - - - - 2,266
Bereavement leave 634 - - - - - - - 634
Sick Leave 292 - - - - - - - 292
Non FLSA Comp 899 550 823 400 - 479 - - 3,151
Subtotal - Regular $77672 $ 71605 $ 71,333 $ 72,026 $ 75521 $108,160 $ 77,731 $ 78,980 $ 633,027
Overtime - Current Yr* $14,268 $ 37,172 $ 65308 $ 80,373 $ 28,465 $ 44,685 $ 15280 $ 31,422 $ 316,973
Overtime - Prior Yr ** - - - - - 2,566 1,344 1,606 $ 5,516
Subtotal Overtime $14268 $ 37,172 $ 65308 $ 80,373 $ 28465 $ 47,251 $ 16,624 $ 33,028 $ 322,489
Meals - CurrentYr. * $ 540 $ 1,440 $ 2460 $ 3240 $ 1395 $ 2280 $ 930 $ 1,635 $ 13,920
Meals - Prior Yr. i - - - - - 105 90 75 270
Subtotal Meals $ 540 $ 1440 $ 2460 $ 3240 $ 1395 $ 2,385 $ 1020 $ 1,710 $ 14,190
Retro Regular $ 540 $ - $ - $ 58 $ 2296 $ 3560 $ - $ - $ 6,454
Retro Longevity - 790 - - - - - - 790
Retro Overtime - - - - 392 - - - 392
Subtotal Retro $ 540 $ 790 % - $ 58 $ 2689 $ 3560 $ - $ - $ 7,636
Holiday $ - $ 1894 $ 1411 $ 1493 $ 270  $ - $ 279 % - 5,347
Longevity $ 3063 $ 3213 $ 4003 $ 4003 $ 4,003 $ 4003 $ 4003 $ 4,003 30,294
Beeper $ 438 $ 520 $ 520 $ 520 $ 520 $ 161 $ 520 $ 520 3,719
Fringe Car Use - - - $ 780 - - - - 780
Subtotal - Other $ 3501 $ 5627 $ 5934 $ 6,796 $ 4793 $ 4164 $ 4802 $ 4523 $ 40,140
Grand Total $96,522 $116,635 $145,035 $162,493 $112,862 $165519 $100,176 $118,241 $1,017,483

Source of Data: Nassau County Personnel and Payroll System (NUHRS) and W-2 Files

* The "Current Year" wil include payment for OT hours worked in the prior year, and any related meal alasdongas the request for payment is
approved and paid before the end of month 13.
For the 2016 year shown, the "Current Year" OT and "Current Year" Meal Money includes earnings related to OT hours submited for payment
January 2017 prior to the end of month 13, in the amount of $9,545.96.
The amounts earned related to OT hours worked in 2016 and submitted for payment on Monies Due Forms after the close of month 13 for 201
shown in 2016 earnings. As of the date of this report, this includes 2 Monies Due Forms requesting payment totaling $10,330.71. When paid, t
will be reflected in 2017, under "Prior Year" OT and "Prior Year" meal money.

** This represents payment for OT hours worked in the prior year, and any related Meal Money, that was approved and submited for payment afte
of month of the prior year (end of month 13). This payment request must be done on a Monies due form. The payment wil be refiected in the ed
of the year paid, not earned.

The OT $ shown for 2017 only includes one of the two Monies Due Forms submitted in 2017 for 2016 (after the close of month 13). As ofthe d
report, the employee submited two Monies Due Forms; the first for $1,681.03 has been paid and included in 2017 earnings under the "Prior Ye
of OT and related Meal Money. The 2nd Monies Due Form for $8,649.68 was dated March 20, 2017 and initiated the review covered by this rg
the date of this report the $8,649.68 remains unpaid.
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Appendix Ci INTIME Manual

The complete INTIME Manual is a separate attachment to the report.
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AppendixDi Audi t or sd Co QonetynBxecutived Respbnse

The Office oftheCount v Ex e c ut i QpenthgPaR@aphso n s e

OnMarch12,2018,the Officeof the CountyExecutive (Office)yeceiveda copy of this report
from the Office of the Nassawounty Comptroller's On April 4, 2019
Officer ecei ved a response from the County EX

In coordination with the Office of Human Resources (Human Resoutbespffice of the
County Executive, has reviewed the findings and recommendatBoth Offices consider

the findings serious imature and concur with the recommendations specified by the
Comptrollet

1 The Offices, along with the Office of Constituent Affairsyv@éamplemented the
recommended security changes, supervisory changes and tardy balance updates.

1 The Offices have takendditional efforts to employ necessary changes in order to
ensure the accuracy of all future timekeeping for the Constituent Affairs Employee
referenced in the Comptroller's report.

1 The Office of Human Resources Deputy Director met with the Office of @aest
Affairs Director andstaff to discuss the implemented changes, concerns and enforce
the concepts of proper timekeeping practices.

1 The Offices will also request that the Office of Constituent Affairs evaluate tardiness
for all employees and rectifgny chronic issues, if needed.

Below, please find the Office of County Executive and the Office of Human Resources
collective response to the six (6) findings and recommendations outlined and detailed in th
providedreporand t he Auditorsd responses

Auditors @omments on th®pening Paragraph® f t he County Execuftiv
Audit Report
We appreciate the attention given to the findings in this report by the Office of the County,
Executive and the Office of Human Resources. We are pleagedhdy concur with ouf
recommendations for INTIME security access changes, increased supervisory oversight an
tardy balance updates. Our specific folleyw comments are shown below.
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AppendixDi Audi t or sd Co QonetynBxecutived Respbnse

Audit Finding (1)

(1) The Empl oveebs F aiProceduees Compréhusédithe WalidByioff n |

the Hours He Claimed to Have Worked

Audit Recommendation(s):

a)

b)

Cou

The Employee should be prohibited from working OT unless it is preapproved
and all OT Authorization Forms are submitted in INTIMEor to the end of the
pay period.

The Employeeshould be required to swipe in and out each day and submit the
required missed clocksn a timely basis and no later than the end of the pay
period.

Due to the lack of daily swiping by the Employee and fileguency and high

number of OT hours historically worked, Management should immediately take
action to properly oversee the Empl oy
accurately and timely, ama/ al t er nati vely change t
securty access.

nty Executiveds Response

b)

c)

The Office of Human Resources has advised the Office of Constituent Affairs that
the Employee is to formally request overtime and seek approval from Director of
Communications (or his/her designee) prior to said owertlf approved, the
Employee will submit an INTIME Overtime Authorization Request Form in a
timely manner, and make every attempt to submit the form prior to the export of
the pay period to NUHRS. Missed Clock Forms for any corresponding overtime
swipesin/out will also be submitted and/or recorded accordingly. The Constituent
Affairs Timekeeper will evaluate the
completion and will advise the Employee of any missing information and attempt
to collect all necessg information prior to the export of the pay period to
NUHRS;

The INTIME security access for the Constituent Affairs Employee has been
changed to ABADGHEE& WKBE®Rh only provi ¢
ability to swipe in/out at a timeclock and submesed Clock Form (indicating

the reason as to why they were unable to utilize a timeclock). The Constituent
Affairs Timekeeper wil/ evaluate the
ensure that the proper times are recorded for all eligible schedalddra
overti me authorized. The Constituen
Employee of any missing time recordings and that a Missed Clock Form is to be
submitted prior to the export of the pay period to NUHRS;

The Office of Human Resources will perically review the Employees
timesheet, as well as the Office of Constituent Affairs timekeeping practices to
ensure accuracy and timeliness. As pi
security access has been updated in INTIME, which will no longer tiie
Employee the ability to manually manipulate their timesheet.
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AppendixDi Audi t or sd Co QonetynBxecutived Respbnse

It should be noted that the Employee and Office of Constituent Affairs will make every
attempt to ensure that the Employeebs t
period, however thre are some situations (i.e. Employee/Supervisor/Timekeeper
absence) that may cause a delay.

Additionally, in regard to the Post Audit Update for Period 08/01/Zl¥18/2018 provided for

this finding, please be advised that, as stated above, the Offitenain Resources and Office of
Constituent Af fairs has changed the Empl oy
BADGEO which no | onger gives them the abil
their timesheet

A

Auditors 6 CommentGoumn vthExecuti veods Re s plons
Recommendations

We concur withc hangi ng the Employeeds | NDbécEe its ec
requires the Employeto swipe in/out at a time clock and submit a Missed Clock Form
iffwhen the Employee unable to utilize a time clock, including the reason.

We al so concur with the regul ar momni t
Constituent Affairs Timekeeper during the biweekly pay period and the periodic review
by the Office of Human Resource o t he Empl oyeebs ti mes
Constituent Affairso timekeeping pract.i
hel p ensure compliance with the Countly6:s

Audit Finding (2)

(2) Employee Worked 5,058 Hours of Oveime From 2010 Through 2016 With
Questionable Attendance Records and Virtually No Timekeeping Supervision

Audit Recommendation(s)

We recommendhatt he Empl oyeeds | NTI ME Superviso
functions. Speci INTIRIERSupewisordhduld: Empl oyeeds

ayreview the Employeeds timesheet on a

ensure the Employeeds start and end {jf

b) obtainthe required offline approval before the Employee works any OT. Evidence
of preapproval must be retained for audit purposes;

c) ensure that the Employee submits the required OT Authorization Forms for the
OT worked during the pay period, prior to the eladg the pay period. Further, all
OT must be requested on an OT Authorization Form, including the reason for the
OT - entering a permanent OT code in the absence of an approved OT
Authorization Form is not permitted,;

d) ensure that the Employee submits keagquests, ideally prior to using leave time,
and by no later than the end of the pay period during which the leave time was
taken; and
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AppendixDi Audi t or sd Co QonetynBxecutived Respbnse

ey)review and certify the Employeeds bi
business on the Tuesday following thmel ef the pay period.

County Executivebs Response

a) The Employeebs timesheet wi || be r e\
peri od and, as stated i n t he r
Finding/Recommendation #1(b) and #1(c), the Constituent Affairs TBapk
wi || evaluate the Employeebs ti meshe

times are recorded for all eligible scheduled and/or overtime authorized. The
Constituent Affairdés Timekeeper wil/|
recordings anthat a Missed Clock Form is to be submitted accordingly;

b) As stated in the response to Comptro
requests for overtime shall require {agproval by Director of Communications
(or his/her designee). INTIME and thdated Overtime Authorization Form(s)
will continue to be the authorization and support for the requested overtime, in
accordance with the contractual bargaining agreement;

c) As stated in the response to the Co
#1(a), equests for overtime shall be gapproved and supplemented by an
INTIME Overtime Authorization Form. This request shall include the reason/need
for the request and will be made in a timely manner. The Employee will make
every attempt to submit the formiqrto the export of the pay period to NUHRS.
Simultaneously, the Office of Constituent Affairs will seek to have the
Empl oyeebds ti mesheet completed prior
The Office of Constituent Affairs will not place a perman@iT code on the
Empl oyeeds timesheet without the exe
Form;

d) The Employee will submit leave requests in accordance with their respective
contractual bargaining agreement. Whenever possible, the Employee will submit
leave request for review and approval/denial prior to the requested date(s).
Missing Time Off Requests will be submitted, whenever possible, prior to the
export of the Pay Period to NUHRS;

e) The Empl -weekdyelTSME himesheet will be reviewed and certifiéf
completed), whenever possible, by the Tuesday following the end of the pay
period.

It should be noted that the Employee and Office of Constituent Affairs will make every attempt to
ensure that the Empl oyeebs t iayesiddeheweveitlserec o
are some situations (i.e. Employee/Supervisor/Timekeeper absence) that may cause a delay

It should also be clarified that 220 hours of the 988 hours for the 2012 calendar year detailed it
Exhibit 1V, was incurred due to Super Stor&andy and the relatadcovery efforts. This
overtime covered the period of October 27, 2012 through November 29, 2012.

Additionally, in regard to the Post Audit Update for Period 08/01/2m/78/2018 provided for
this finding, please be advised that, s evi ousl y st at endekly INAME E mp
timesheet will be reviewed and certified (if completed), whenever possible, by the Tuesday
following the end of the pay period (barring no delays).
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AppendixDi Audi t or sd Co QonetynBxecutived Respbnse

Audi t or so Comment s on t he CAaudit nFinging BEX| e c u
Recommendations:

I n addition to t kenméntstown ino Firiding 1Wwe &lso comcurU p
with reinforcingt he Countyds timekeeping practli ce
f not placing a per manent OTwitlootdhe execationt h €
of an approved OT Authorization Formand
1 requiring the Employee to submit leave requests for review and approval/denial prior
to the requested date and prior to the export of the Pay Period to NU&RS
requiring the review an d-weeldyrINTIME tincegsheet o n
by the Tuesday following the end of the pay period. Departures from the |stated
timeframeshould be the exception and infrequent.

Audit Finding (3)
(3) NumerousErrors Were Found on the Monies Due Request Dated March 20, 2017
Audit Recommendation(s):

The Monies Due Request cannot be processed as submitted. We recommend th
Constituent Affairs perform the following steps in order for the Monies Due Request to
beprocessed:

a) provide explanations for the errors and missing information listed in this
finding and shown in Exhibit VI, and;

b) make the necessary corrections, obtain the appropriate written approvals from
the Office of the County Executive and submit tleevri sed Empl
Monies Due Request for review and payment.

County Executiveds Response

a) The Office of Constituent Affairs will provide where available explanations
and missing information to the Office of the Nassau County Comptroller, for
allitemsdet i | ed in the ComptroV;l erds Aud

b) The Office of Constituent Affairs will make all necessary corrections to the
previously submitted Monies Due Request dated March 20, 2017, include
where available all explanations and missing information as previously stated
i n Comptr ol | er Resommenddtiont #3(&), recdlculatg /and
resubmit. However, due to the fact the overtime was incurred and the related
Monies Due Request initiated and approved by the prior Administration, the
Office is unable to validate or certify the request. As suchynaisg the
Monies Due Request follows all appropriate processing protocols, then the
Comptrollerds Office must deter mi ne
sufficient to supporpayment.

Please Note that the Office of Management and Budget, consistbnpagt practices,
monitors departmental overtime monthly in its financial reports as well as reviews and
approves all submi ssion by departments
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question was previously approved by both parties, the Departm@uanstituent Affairs

and the Office of Management and Budget, under the previous OMB Director, with the
anticipation of the monies being processed and paid in the fiscal year that it was

submitted under. The current administration cannot independentlyroadhie overtime
worked.

Recommendations

We concur with the actions being taken to correct the efearadby the auditorsn the
Monies Due Request dated March 20, 20 correctedMonies Due Requeg&irm with
theavailable explanationssubstantive documentati@md missing informatioshould be
submittedby the Employee if desired

Audit Finding (4)

(4) The Employee Did Not Perform the Required Time Keeping Functions for the Team
Assigned to the Employee

Auditors o mment s on the County Executiveos

Audit Recommendation(s):

We recommend that the review and approval of the Timesheets, Leave Requests and O
Authorization Forms for INTIMEemployees currently assigned to the Employee
(INTIME Team CF 007) be reassignedatioother employee.

County Executivebs Response

The Constituent Affairds Timekeeper, al
Human Resources, will continue to review the timesheets for CF_007. As previously
stated in Comptrollerdéds Audit Finding/R

has INTIME Department Head Security Access. As such, INTIME Team CF_007 has
been reassigned to Director of Communications Mike Martino. The Director (or his

designee/proxy) will also review and certify CF_007 timesheets, while also acting as the
approval authaty for all submitted overtime and leave requests.

Additionally, in regard to the Post Audit Update for Period 08/01/2m¥18/2018
provided for this finding, please be advised that, as previously stated, the concerne
timekeeping has been-assigned tdirector of Communications Mike Martino. The
Office of Constituent Affairs will work to ensure timely review and approval of Overtime
Authorization Forms and Time Off Requests, as well as completion and certification.

Au di tConmenis onthe County Exact i veds Response to Aud
Recommendations

We concur with the decision to reassiMTIME timekeepingresponsibility forTeam
CF_007 to the Director of Communications.
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C o QonetynBxecutived Resphnse

Audit Finding (5)

(5) Employee Changed His Electronically Recorded Start Times Which Negated His

Tardiness

Audit Recommendation(s):

Due to seriousness of this issue and the other findings in this report, we reiterate thg
following recommendations from Finding 1, as follows:

a) Management should immediately take action to properly oversee the Employee to
ensure this i nddoneacduwately ans timel) &rd Miternatively
change the Employeeds | NTIME securit.y
The Employee should be required to swipe in and out each day and submit the
required missed clocks on a timely basis.

b)

Executiveods

a) Aspr¢i ously indicated in Comptroll erd
security access for the Constituent Affairs Employee has been changed to
Al NTI ME -BABBEO which only provides t
swipe in/out at a timeclock and submit a Ms€lock Form (indicating the
reason as to why they were unable to utilize a timeclock). The Constituent Affairs
Timekeeper, with period review by the Office of Human Resources, will oversee
the Empl oyeeds | NTI ME;

As previously indicated in the responset@ mpt r ol | er 6 s Audi t
INTIME security access for the Constituent Affairs Employee has been changed
to Al NTI MEADGE®R which only provides
swipe in/out at a timeclock and submit a Missed Clock Form (indgahe
reason as to why they were unable to utilize a timeclock).

County Response

b)

Due to the serious nature of a finding in the report regarding the manipulation of the
Empl oyeeds start time to negate their
make the necesary corrections to reflect the correct start time upon being supplied the
information that the Office of the Nassau County Comptroller. Preliminary review of the
Empl oyeebds timesheets indicate that the
matter will be rectified once the related information is provided showing that the

recorded clocks are, in fact, incorrect. Additionally, all related meal monies will then
become ineligible if the Employee was, in fact, late and their tardy time recorded
accordirgly.

Audi Comsm&nts on the County Executiveos

Recommendations
We reiteratethé u d i t o r & scorfehtd faFwding p

Regarding the manipulation of thenip | oy ee 6 s s t a r tardingss, wee t
providedthe supporting documents requested in the response to the administration on
April 9, 2018 via email We concur w
documents provided to them and take the necessary steps to rectify the matter.
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AppendixDi Audi t or s 6 C o donetynBxecutivedh Respbnse

Audit Finding (6)

(6) Lack of Oversight of Tardy Balances Resulted in Employees Not Being Charged Leave

Time as Required

Audit Recommendation(s):

We recommend thadffice of the County Executive takes the necessary steps to ensure

that:

a)

b)

Cou

correcting entries are made in INTIME teduce each employee's Tardy time as
noted in the finding by charging the
balancesand

Tardy balances for each employee in INTIME Team CF 007 are reviewed on a
regular basis and all required entries are madRThWME. This includes reducing
each employee's Tardy balance by the amount of any given lateness whenever
year has elapsed and the Tardy balance has not reached 105 minutes. Furthe
whenever the Tardy balance reaches 105 minutes, (and each latestiéddssnider
a year old), the Tardy time must be charged in ¥4 day increments against the
empl oyeebs vacation | eave, sick | eav
that order.

nty Executiveds Response

As of March 29, 2018, correcting entries hdee=n made in INTIME to reduce

each empl oyeeos Tardy ti me i n accor
Contractual Bargaining Agreement. As such, Exhibit IX has been updated and
balances as of 06/28/2017 are shown in the appropriate column. Also provided ag
the current balances for CF_007 employees.
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AppendixDi Audi t or sd Co QonetynBxecutived Respbnse

INTIME Tardy Balances INTIME Tardy Balances

Team CF_007
As of 6/28/17

Team CF_007
As of 3/29/18

Tardy Balance

(Minutes) Tardy Balance (Minutes) Tardy Balance
Em[gloyee as shown in Exhibit IX  update d following re ce ipt of re port (Minutes)2
A 176 71 8
B 1,75¢ 464* -92
C - -
D 45 0 26
E 519 99 75
F 2,89¢ 985* 2,20¢€
G - -
H 1,962 1,963* 3,42¢
| 82 0 0
J 36 0 0
K 899 304* 1,49¢
L 18C 180* 1
M 77 77 124
N 631 2 37
(0] 715 608* 503
P 6,08¢ 204* 513
Q 88 88 142
R 1,461 1,041* 2,252
Total 17,61¢ 6,08€ 10,72C

Source: INT IME T ardy Balance Report for each employee for the Period 1/1/2010 through 6/28/17.

T imeincluded in this balance expire after the 6/28/2017 end date of this report. Additionally, a portion of this balancerie over
(1) year and, as such, cannot be recouped in accordance with the CSEA CBA.

“T imeincluded in this column may be pending T ime Off Requests and/or Missed Clock forms that will reduce the shown balance.
T ardy balance recoupments and adjustments may also be pending.

It is important to note that the balance96f28/2017 include balances that have
since expired and are, therefore, ineligible to recoup per the Nassau
County/CSEA Contractual Bargaining Agreement. It is also important to note that
the balances of 03/29/2018 include tardy balances that may hass@siated
Time Off Request or Missed Clock Form that, upon approval, will reduce the
shown balance. Employees have been advised of any items, included in thesg
balances that require the stated forms in order to reduce their respective tardy
balances.

b) The dfice of Constituent Affairs will now review tardy balances every pay
period and adjustments/recoupments will be made accordingly and on a timely
basis.

Additionally, in regard to the Post Audit Update for Period 08/01/Z0I78/2018
provided for this fidling, please be advised that, as previously stated, all matters of
tardiness dated wi t hin t he | ast yea
Finding/Recommendation #6(a))) are currently being evaluated to ensure that any relate
Time Off Requests and/or Missé&tlock Forms are submitted, and therefore timesheets
completed. Following this process, all eligible adjustments and recoupments will be
applied accordingly.
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Please Note that the Office of Management and Budget, consistent with past practices
monitors departmental overtime on a monthly basis in its financial reports as well as
reviews and approves all submission by

Audi torsé6 Comments on the County6e) Exec
Recommendations

We concur with the corrective actions takeméview and educe each e
time balancesthrough chargesgai nst t he e mp|,akheeeesssible
and/or requiring employees to submit Time Off Requests and Missed Clock Mgitims
respect to the Tardy time as of 03/29/18,pahdingtransactions and other adjustmer
should be processed as s oon Tardy tipets lzlow
105 minutes.

We also concurwith the corrective action whereby going forwattde Office of
Constituent Affairswill review Tardy time balances every pay period andake the

ut

mp

U7

its
D |

necessaradjustments/recoupmeritsa timely manner.
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